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IMPABUJIA
BHYTPEHHEro TPyJI0BOI0 pacnopsiaka

Hacrosimue I[IpaBuna onpeaensitor BHyTpeHHUM TpyaoBoi pacnopsanok B OO0 «IlyctoButy,
MOPSIIOK MPUEMa U YBOJIbHEHUSI paOOTHUKOB, OCHOBHBIC 00S3aHHOCTH PAOOTHUKOB M aMHUHHUCTPAIUH,
PEXUM paboYero BpEMEHU U €To CIOIb30BaHUE, a TAKKE MEPbI MOOIIPEHHUS U B3bICKAHUS 32 HAPYILICHHUE
TPYAOBOU JUCUHUIUIAHBI.

1. Ilpuem Ha paGoTy M yBOJIbHEHHE

1.1. Ilpuem Ha pa®oTy B OpraHM3aliio MPOU3BOAUTCA HA OCHOBAaHUM 3aKIIOYEHHOI'O TPYJIOBOrO
JI0rOBOpA.

1.2. Tlpu 3axi04eHuN TPYLOBOTO JI0roBopa paboromaTens 00sd3aH MOTPeOOBATH OT IOCTYMAIOIIETo:
— TPYJOBYIO KHIKKY 3@ MCKIIIOYEHHUEM CIIy4aeB, KOTJa TPYAOBOH JOrOBOP 3aKJIKOYAETCs BIIEPBBIC MIIU

paboOTHUK [OCTyIaeT Ha paboty Ha YCIOBUSAX COBMECTUTENbCTBA;
- acropr WIH HHOMU JOKYMEHT, yJIOCTOBEPSIOLINIA JIMYHOCTH;
— TUIUIOM WUJIM MHOM JOKYMEHT O IOJIy4€HHOM 00pa30BaHUH (IIOJTHOM WJIM HETIOJHOM) U (WMJIHM) TOKYMEHT,
HOJTBEPIKIAOIINN CIEeLHUANIbHOCTD 170 %1 KBaJIM(PHKALHIO;
— CTPaxoOBOE CBUJAETENIBCTBO IOCYJAPCTBEHHOTO IEHCUOHHOIO CTPAXOBAHUS 34 UCKIIIOUEHHEM CIIy4acs,
Korja TPYZAOBOM JIOTOBOP 3aKJII0YAETCS BIIEPBBIE;
— JIOKYMEHTBhl BOMHCKOI'O Y4eTa — JJii BOEHHOOOS3aHHBIX U JIML, MOJUIEKAIINX MPU3bIBY HA BOCHHYIO
ciyx0y;

- UHH.

[Ipy 3axkir04eHMHM TpPYZOBOTO JIOTOBOpAa BIIEPBBIE TPYAOBas KHI)KKA M CTPAaxoBOE

CBUJIETEIBLCTBO FOCYAAPCTBEHHOTO MIEHCUOHHOTO CTPaxoBaHUsI 0(OPMIISIOTCS pabOTOAATEIIEM.
B nensx Gosee moiaHOM ONEHKH MPO(ECCHOHATBHBIX U JIEJOBBIX KAaueCTB NMPUHUMAEMOIo Ha paboTy
paboTHUKA pabOTOIaTENb MOXKET IPETIOKUTH EMY MPEACTABUTH KPAaTKYI0 MUCbMEHHYIO XapaKTEPUCTUKY
(pe3toMe) BBIMOIHIAEMON paHee paboThl, MPOBEPUTh YMEHHE IMOJIb30BAaThCs OPITEXHUKOH, paboTaTh Ha
KOMIIBIOTEPE U T. [I.

[Ipuem Ha paboTy B OpraHU3alMI0 OCYIIECTBISETCS, Kak MPaBWIIO, C MPOXOKICHHUEM
UCIBITATENIHOIO CPOKa MPOAOKUTEIBHOCTRIO OT OJTHOTO J0 TPEX MECALEB. YCIOBHE 00 UCHBITAHUU
JIOJDKHO OBITH MPSIMO YKa3aHO B TPYZAOBOM JIOTOBOPE.

[Tpuem Ha paboTy oopmisieTcs NpUKa3oM, KOTOPbIil 00bsABIsSETCS PAOOTHUKY O] POCIIUCH B
TPEXAHEBHBIN CPOK CO JIHA (PaKTHUECKOro Havaia padoThl.

1.3. IIpu noctynneHnn paboTHUKA HA pabOTy UM IIEPEBOJIE €r0 B YCTAHOBJICHHOM HOPSIKE Ha IPYTYIO
paboty paboTonarens o0s3aH:

— O3HaKOMMTD €T0 C OPYYEHHON pabOTOM, YCIOBUSMHU U OIJIATON TPyJAa, pa3bsiCHUTh pAOOTHUKY €T0
npaBa ¥ 00s13aHHOCTH;

— O3HaKOMMTH ¢ HacTosAMMH [IpaBunamMu u IpyruMu JOKaJIbHBIMU HOPMATUBHBIMU aKTaMHU;

— MPOBECTH MHCTPYKTAX MO TEXHUKE 0€30MacCHOCTH, TPOU3BOACTBEHHON CAaHUTApUH,
IPOTHBOIOXKAPHOW OXpaHe U APYTHM MPABUIAM OXPaHbI TPYAA U 1O 00S3aHHOCTH COXPAHEHUS
CBEJICHMI, COCTABIAIOIIUX KOMMEPUECKYIO TallHy OpraHU3allui, U OTBETCTBEHHOCTH 3a €€ pa3IilalleHue
WM Nlepeady APYTUM JIMIAM.
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1.4. IlpekpaiieHue Tpy10BOTO 10rOBOPa MOKET UMETh MECTO TOJIBKO 10 OCHOBAHMSIM,
IIPElyCMOTPEHHBIM TPYIOBBIM 3aKOHOJATEIbCTBOM.

PaboTHUK MMeeT MpaBo PacTOPTHYTH TPYJOBOM JOTOBOP, 3aKIIOUCHHBIN Ha HEONpPeIeICHHBIN
CPOK, MUCBMEHHO MIPeaypeauB 00 3ToM paboTonaTens 3a e Heaenu. [1o ucteyeHnn ykazaHHOTO CpoKa
npeaynpexaeHus 00 yBoJIbHEeHUN paOOTHUK BIpaBe MPEKPaTHTh paboTy, a paboToaarenb 00s13aH BbIIATh
eMy TPYIOBYIO KHIKKY W INPOU3BECTH ¢ HMM pacueT. Ilo moroBopeHHOCTH Mexay pabOTHHKOM U
aJIMUHUCTpAIMEN TPYJOBOI TIOTOBOP MOKET OBITh PAaCTOPTHYT B CPOK, O KOTOPOM HPOCHUT PAOOTHHK.

CpouHblil TPyZOBOM TOroBOp MOET OBITh PACTOPTHYT IO HMHULMATHBE DPAOOTHHUKA, I10
COTJIALICHUIO CTOPOH U MHBIM OCHOBAaHMSIM, PEyCMOTPEHHBIM TpynoBeIM Koekcom PO.

[Tpekpaiienue TpyL0BOro 40roBopa o(popMIIeTcs IPUKA30M 10 OpraHU3aLUH.

JlHeM yBOJIbHEHUs CUHMTAETCSl TOCICIHUN JCHb PabOThl 32 MCKIIOYCHHEM CIydaeB, KOTraa
paboTHUK (pakTHYeckH He paboTal, HO 32 HUM B COOTBETCTBUU C TPYIOBBIM 3aKOHOAATEIbCTBOM
COXPaHSJIOCh MECTO PaOOTHI (JIOJKHOCTB).

2. OcHOBHBIE TIPaBa, 00SI3aHHOCTH U OTBETCTBEHHOCTh PA0OTHMKOB

2.1. PabGoTHuk UMEET MpaBo Ha:
— MIPEI0CTaBIICHUE emy paboThl, 00yCIIOBIEHHOMN TPYJIOBBIM JIOTOBOPOM;
— pabouee MecTO, COOTBETCTBYIOIIEE YCIOBUAM, MPEIYCMOTPEHHBIM TOCYJaPCTBEHHBIMHU CTaHIapTaMU
OpraHu3aIu U 0€30MacHOCTH TpyAa;
— CBOEBPEMEHHYIO U B IIOJHOM 00BEME BBIIUIATY 3apIUIaThl B COOTBETCTBUH CO CBOCH KBalu(UKaIMe,
CIIOKHOCTBIO TpyZaa, KOJINYECTBOM u Ka4eCTBOM BBITIOJIHEHHOMN paboTHI;

— OTIBIX, O0ECIeUMBAEMbI YCTAaHOBIEHHUEM HOPMAJbHON MPOJOJDKUTENILHOCTH pabo4yero BPEMEHH,
MPEIOCTABIICHUEM E€KCHEICIBHBIX BBIXOIHBIX IHEH, HEpaOOUMX TPa3THUYHBIX JTHEH, OTUIAYHMBACMBIX
€XKETrOIHBIX OTIYCKOB;
— MOJIHYIO JIOCTOBEPHYIO MH(pOpMalKio 00 YCIOBUSIX TpyJa U TpeOOBAHUSX OXpaHbl TpyAa Ha paboueM
MeCTe;

— po(heCCUOHATILHYIO MOATOTOBKY, NIEPEIMOATOTOBKY U TOBBIIICHUE CBOSH KBATU(UKAIIUUA B MOPSIKE,
YCTaHOBJICHHOM 3aKoHo1aTenbcTBOM PD;
— ydacTHE B YNPABJICHWW OpraHM3aluedl B TPEAyCMOTPEHHBIX 3aKOHOAATelIbcTBOM PO dopmax;
— BEJICHHE KOJUIEKTUBHBIX IIEPErOBOPOB U 3aKJIFOUEHHUE KOJUIEKTUBHBIX JIOTOBOPOB U COTJIALIEHUH Yepe3
CBOMX TMpEJCTaBUTENIEH, a Takke Ha HWHQGOPMAIMIO O BBHIMOJHEHHH KOJUIEKTUBHOTO JOTOBODA,
COTJIAIICHU;

— 3aIUTY CBOUX TPYIOBBIX IMpaB, CBOOOJ M 3aKOHHBIX MHTEPECOB BCEMHU HE 3aIPEIICHHBIMH 3aKOHOM
criocobamus;

— BO3MEIICHUE Bpeaa, MPUYUHEHHOTO €MY B CBSI3M C MCIIOJHEHHEM MM TPYAOBBIX OO0sI3aHHOCTEH, U
KOMIIEHCAIIMI0 ~ MOPAJIbHOTO BpeAda B  MOPSAAKE, YCTAHOBJIEHHOM  3aKOHOJATENbCTBOM Pd;
— 00s13aTeIbHOE COLIMATIBHOE CTPAXOBAHUE B CIyYasiX, IPEeTyCMOTPEHHBIX 3aKOHOAATENLCTBOM PD.

2.2. PaGoTHHKH 00IIeCTBA JOKHBI:

— I10OPOCOBECTHO BHITIOJIHITH CBOHM TPYIOBBIE 00A3aHHOCTH, CBOEBPEMEHHO U TOYHO BBITIOJIHSTH BCIO
MOpPYUYEHHYIO paboTy, HE AOMYCKaTh HAPYIIEHUI CPOKa BBHIMOTHEHUS 3a/IaHUH, UCIIOJIb30BaTh BCE
pabouee BpeMs 110 Ha3HAUEHUIO, BO3ICP>KUBATHCS OT JEHCTBUM, OTBJICKAIOIINUX OT BBHIMOTHEHUS TTPSIMBIX
TPYAOBBIX 00513aHHOCTEN, COONIOAATh TPYAOBYIO AUCHUILTUHY U [IpaBuia BHYTpeHHEro TPyAOBOTO
pacnopsiaka;

— yAy4IIaTh KaueCTBO PabOThI, TOCTOSHHO MOBBIIIATH CBON MPO(HECCUOHATBHBIN U KYIbTYpPHBIHA
yYpOBEHb, 3aHUMAThCSI CAMOOOPa30BaHHEM;

— MOJACPKUBATH YACTOTY U MOPSIOK HA CBOEM paboueM MecTe, B CIYKEOHBIX U APYTUX MOMEIICHUSX,
coOJTII0/1aTh YCTAaHOBJICHHBIN MOPSIAOK XpaHEHUS TOKYMEHTOB M MaTepUaNIbHBIX IIEHHOCTEH, COOII01aTh
MOPSIIOK JIETONPOU3BOJICTBA;

— 3¢ (})EKTHBHO UCTIOIB30BATH IEPCOHATBHBIE KOMITBIOTEPHI, OPITEXHUKY U JPYroe 000pyI0BaHHE,
SKOHOMHO M PallMOHAJIBHO PACX0/I0BaTh MaT€pUaibl U SHEPTUIO, MHBEHTAPh U JIPyTUe MaTepUalbHbIC
pecypchl, 6epeHO OTHOCUTHCSA K UMYIIECTBY paboToaaTeNs;

— co0JII0/1aTh HOPMBI, TIPaBUJIa U MHCTPYKITUH 110 OXPaHE TPy, TPOU3BOJICTBEHHYIO CAHUTAPHIO,
IpaBuJia IPOTUBONOXKAPHOI 0€301acHOCTH;

— He pasriamarh kak B Poccun, Tak u 3a pyOe:KoM CBeIeHUs, TOTyYeHHbIC B CHITY CIY:KeOHOTO
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MIOJIOKEHUS U COCTABIISAIOIINE KOMMEPUECKYIO (CIIy>KeOHYI0) TalfHy, paclpOCTpaHEHUE KOTOPOUH MOXKET
HaHECTH BpeJ paboToaTeto U (W) IpYruM pabOTHUKAM;

— BBITIOJTHITH UHBIE 00513aHHOCTH, TIPEyCMOTPEHHBIE TPYIOBBIM 3aKOHOaTeTHCTBOM PD.

2.3. Kpyr 00s13aHHOCTEH, KOTOPBIE BHIMOIHSACT KK/IbII paOOTHUK IO CBOCH CTIEIIMATIBHOCTH,
KBaJM(PHUKAIINHU, TOJKHOCTH, ONIPEEIISICTCS] TPYAOBBIM JOTOBOPOM U (MITH) JOKHOCTHOW MHCTPYKIIMEH.
2.4. PaGoTHHK 00s13aH BO3MECTHTh pa0OTOIATEII0 TPUYMHEHHBIA My MPSIMOM JIEHCTBUTEIbHBIN yIepo.
Henony4ennsie 1oxoap! (yIymeHHas BHIr0/1a) B3bICKaHUIO C pabOTHUKA He mojyiexkar. PaboTHUK HeceT
MaTepuaIbHyI0 OTBETCTBEHHOCTh KaK 3a MPSAMOI JIeHCTBUTENbHBIN yIIepO, HEOCPEICTBEHHO
NPUYHMHEHHBIA UM paboTOIaTeNo, TaK U 3a yIiepO, BOSHUKIINKN Y paboToaaTens B pe3yibTarTe
BO3MEUICHUSI UM yIepOa HHBIM JIUIIaM.

3. OcHOBHBIE MPaBa, 00513AaHHOCTH M OTBETCTBEHHOCTH padoToaaTes

3.1. PaGoTonaTenp UMeeT MpaBo:

— 3aKIII0YaTh, U3MEHSTh U PACTOPraTh TPYIOBBIC JOTOBOPHI C pAOOTHUKAMH B MOPSJIKE U HA YCIOBUSX,
KOTOpBIE€ YCTaHOBJICHBI 3aKOHOIaTENbCTBOM PD;

— BECTH KOJUICKTHUBHBIC TIEPETOBOPHI U 3aKIF0YATh KOJUICKTUBHBIC JIOTOBOPBL;

— TIOOMIPATH PAOOTHUKOB 3a T0OPOCOBECTHBIN 2((HEKTUBHBIN TPYIL;

— TpeboBaTh OT paOOTHUKOB UCTIOTHEHHSI UMU TPYAOBBIX 00s13aHHOCTEN U O€pPEKHOTO OTHOIICHUS K
UMYILIECTBY paboToaTels U APYyrux paboTHUKOB, coOutoieHus [IpaBuil BHyTpEeHHEro TpyA0BOTO
pacropsijika OpraHu3aluy;

— IPUBJIEKATh PAOOTHHUKOB K TUCIUTUTMHAPHOW U MAaTePUAITBHONH OTBETCTBEHHOCTH B ITOPSIJIKE,
YCTaHOBJIEHHOM 3aKOHOAATeIbCTBOM PD;

— IPUHUAMATH JIOKAJTbHBIC HOPMATHUBHBIC AKTHI;

— co3/aBath 00beAHEeHHs paboToaaTenel B IeNIX MPeCTaBUTEeNHCTBA U 3aIIUTHl CBOUX UHTEPECOB U
BCTYIATh B HUX.

3.2. PaGoronmarens 00sa3aH:

— COOJIFO/IaTh 3aKOHOATEIBCTBO O TPY/IE, TOKAITbHBIE HOPMATHBHBIC aKThI, YCIIOBUS TPYIOBBIX
JIOTOBOPOB;

— IIPEIOCTaBIIATh paOOTHUKAM PabOTy, 00YCIOBICHHYIO TPYAOBBIM JOTOBOPOM;

— MPaBUILHO OPraHU30BBIBATH TPYJ pa0OOTHUKOB Ha 3aKPEIUICHHBIX 32 HUMU paboyuX MecTax,
obecrneurB HEOOXOTMMBIMH PUHAICKHOCTAMHU ¥ OPTTEXHUKOM, CO3/1aBast 3JI0POBEIC U Oe30TacHbBIE
yCIIOBUS TPY/Aa, COOTBETCTBYIOIIKE TIPaBUIIaM 10 OXpaHe Tpy/a (TeXHHKe 0e30MacHOCTH, CAHUTAPHBIM
HOpMaM, MPOTHBOITOKAPHBIM TTPABHIIAM );

— o0ecrneunBaTh CTPOroe COOMIOACHNE TPYAOBOIM NUCIUIUIINHBI, OCYIIECTBISATh OPraHU3AIHOHHYIO
paboTy, HaNPaBJICHHYIO HAa YCTPaHEHHE IMOTEPh pabovero BpeMeHH, MPUMEHSITh MEPhI BO3JICHCTBUS K
HAPYIIUTEISM TPYIOBOU TUCIUILINHEI,

— co0JII0/1aTh OTOBOPEHHBIE B TPYAOBOM j0roBope, [lonoxxennn o0 omnate Tpyaa u [lonoxenuu o
MIPEMUPOBAHHH YCIIOBUS OILIATHI TPY/AQ, BHIABATh 3apIljiaTy HE PEXKe YeM JIBa pa3a B MecsIl: 25-T10
grcia Kaxaoro mecsma u 10-ro yucna kaxxoro Mecsiia, CIeIyrollero 3a pacueTHpIM. B cirydasx xorma
yKa3aHHbIE YUCIIa TPUXOAATCS HA BBIXOJHbIC WU MPA3THUYHbIE THU, THAMHU BBITIATHI 3apILIaThl
CJIeTyeT CUMTATh paboune JHH, HEMOCPEACTBECHHO MPEIISCTBYIONINE BEIXOHBIM (TIPa3THUIHBIM)
TTHSIM;

— coco0CTBOBATh MOBBIIIEHUIO KBATHU(PUKAIUU paOOTHUKOB U COBEPIICHCTBOBAHUIO UX
npoecCHOHANBHBIX HABBIKOB ITyTEM HAIPaBJICHUs HA KypChl U TPEHUHTH;

— o0ecrnieunBaTh OBITOBBIC HYK/IbI PAOOTHHKOB, CBSI3aHHBIC C UCTIOJHEHUEM HMH TPYIOBBIX
00s13aHHOCTEH;

— OCYILIECTBIIATH 0053aTeIbHOE COLIMATBLHOE CTPaxoBaHHE PAOOTHUKOB B MOPSIKE, YCTAHOBICHHOM
dbenepanbHBIMU 3aKOHAMU;

— BBITIOJTHATH UHBIC 00S13aHHOCTH, TIPETyCMOTPEHHBIC TPYIOBBIM 3aKOHO1aTeTHCTBOM PD.

3.3. OTBETCTBEHHOCTh PabOTOATEIS.

Paboronarens 00s13aH B city4asix, yCTAaHOBJIEHHBIX 3aKOHO/AAaTeIbCTBOM P®d, BO3MeCTUTh pabOTHHUKY HE
MOJTyYEHHBI UM 3apaboOTOK BO BCEX CIydasx HE3aKOHHOTO JIMIIEHUS €r0 BO3MOXKHOCTU TPYAUTHCS.
PabGoTonarens, mpUYUHUBIINKA yIIEpO UMYIIECTBY PaOOTHHUKA, BO3MEIIAET ITOT yIIepO B MOJTHOM
o0BeMe.
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[Tpu Hapymennn paboTonaTesieM YCTaHOBIEHHOT'O CPOKa BBITUIATHI 3apILUIAThI, OTUIATHI OTIYCKA, BBITLIAT
IIPY YBOJIBHEHHUH U APYI'MX BBIILIAT, IPUUUTAIOIUXCA PAOOTHUKY, paboTOAaTeNb 00s3aH BBIIIIATUTh UX
C YIIaTOM MPOLEHTOB (ACHEKHOW KOMIIEHCAIIMHN) B pa3Mepe HE HUXKE OJHOM TPEXCOTOM AeHCTBYIOIIEH
B 3TO BpeMs cTaBKU pepuHaHcupoBaHus banka Poccun 0T He BBIIUIAYEHHBIX B CPOK CYMM 32 KaXKJIbli
JIeHb 3a/IepKKH HaYMHAas CO CIEAYIOLIETO AHS II0CIE YCTAHOBIEHHOIO CPOKa BHIIUIATHI 110 ICHb
(hakTHUECKOro pacyeTa BKIUYUTEIBHO.

MopainbHbIii Bpel, IPUUUHEHHBIH PA0OTHUKY HEMPAaBOMEPHBIMH JEHCTBUAMU MK Oe3eiicTBreM
paboTtonareis, BO3MELIAeTcsl paOOTHUKY B IEHEXXHOM popMe B pazmepax, onpeensieMbIX CorlalieHueM
paboTHHKA U pabOTOAATENS UIH CYOM.

4. Pexxum paﬁoqero BPEMEHU U BPEMEHU OTAbIXA

4.1. B opraHu3anuu yCTaHaBIMBAETCS ISATHIHEBHAS paboyast HeAEs MPOJODKUTENBHOCTHIO 40 4acoB ¢
JIBYMS BBIXOJIHBIMU JHSIMU (Cy00O0Ta M BOCKPECEHBE).

Bpewmst nauana padotsr — 9.00. Bpemst okonuanus padotsr — 18.00.

[To nmpuka3y pyKOBOAUTENS] OPraHU3alMU IPU HATMYUU POU3BOJACTBEHHON HEOOXOAUMOCTH IO
JOKJIATHOW PYKOBOAMTENS OT/IeNa (CIIyKObI), COTJIACOBAHHOM ¢ PAOOTHHKOM, K OT/ICIHbHBIM PAOOTHHKAM
MOJKET IPUMEHATHCS CYMMHPOBAHHBIN y4eT pabo4yero BpeMeHH, C TeM YTOObI TPOAOKUTEILHOCTh
pabouero BpeMeHH 3a YYETHBIN Nepruo (KBapTa) He MPEBbIIIana HOPMaIbHOTO YUciia pabovnx 4acoB.
[lo npuka3sy pykoBoAMTENS OPTraHU3alUU IPU HATUYUU IPOU3BOACTBEHHON HEOOXOAUMOCTH 110
JOKJIaTHOM PYKOBOAMTENS OT/esa (CIyKObI), COTJIaCOBAaHHOW ¢ paOOTHUKOM, OTJENIbHbIE pAOOTHUKU
MOTYT 3MU30ANYECKU ITPUBIIEKATHCS K BBIIIOJIHEHUIO CBOMX TPYAOBBIX (PYHKIMI 3a peaenaMu
YCTaHOBJICHHOM JJIs1 HUX MPOJOIKUTENFHOCTH padouero BpeMeH: (HEHOPMUPOBAHHBIN pabouHii 1EHB).
4.2. O6enennsIit mepepsiB — oauH vac (B nepuon ¢ 13.00 no 14.00). B npyroe Bpemst 00e1eHHBIN
NepephIB UCIIOJIB30BATh HE pa3peliaeTcsa. Y4eT Hauaja i OKOHYaHUs 00eIEHHOTO MepephIBa
OCYILIECTBIISIETCS PYKOBOJUTEISIMU CTPYKTYPHBIX IOAPA3/IEICHUNA U BEAETCS C IOMOIIbIO CUCTEMBbI
ABTOMATUYECKOTO KOHTPOJIISI BPEMEHH.

[lepepsIB He BKIIIOYaeTCst B pabodee BpeMs M He OIIauyuBaeTcs. PAOOTHUK MOXKET MCTIOIB30BATh €T0 IO
CBOEMY YCMOTPEHHUIO U HA 3TO BPEMS OTIIYUUTHCS C PaOOTHI.

Ecnu o ycnoBusiM paboThI IpeiocTaBiIeHrne 00eIeHHOTO TiepephiBa paOOTHUKY HEBO3MOXKHO, TO 110
MPUKA3y PYKOBOJIUTEIS OpraHU3aIllii OH 00ECIeUYnBAETCs MECTOM I OT/IbIXa U MpreMa MUIIY B
pabouyee BpeMsi.

4.3. HakanyHe HepaOouuX Mpa3AHUYHBIX JHEH MPOJOJKUTEIBHOCTh PA00YEro JHs COKpaIaeTcs Ha
OJIH Yac.

Hepabounmu nmpa3zaanunsiMu JHIMU B Poccuiickoit denepanuu sBastOTCA:

1-6 u 8 sHBaps — HOBOTOJIHNE KAHUKYJIBI;

7 suBaps — PoxxnectBo XpuCTOBO;

23 depains — lens 3ammTHUKA OTEUECTBA;

8 MapTa — MeXIyHapOIHBII KEHCKUH JCHbD;

1 mas — Ilpa3gnuk Becusr u Tpyna;

9 mas — Jlenn [ToGemsr;

12 urons — lens Poccun;

4 HOs10ps1 — JleHb HapOJHOTO €IMHCTBA.

IIpu coBnageHnn BBIXOJHOTO U MPA3THUYHOIO THEW BBIXOHOW JIEHb EPEHOCUTCS HA CIICTYIOIIHI
10CJI€ MPa3HUYHOrO pabouuil 1eHb.

4.4. Yyet pabodero BpeMeHH BeeTCs cekpeTapeM. Jlo Hadanma paboThl Kaxaplii pabOTHUK TOTKEH
OTMETHTb CBOM MPUXOJ] HA paboTy, a M0 OKOHYAHUU — YXOJI C IOMOIIbIO CUCTEMbI aBTOMATUYECKOTO
KOHTpOJIs BpeMeHu. OTCyTCTBHE TaKUX OTMETOK SIBJISIETCSI HEIBKOM Ha paboTy, KOTOpast pu
OTCYTCTBUM YBAXKUTEJIBHBIX IPUUUH HESIBKU HE OIJIAUNBAETCS.

Cekperapb BeJleT TaKKe KOHTPOJbHBINA yueT Hau4Msl (OTCYTCTBHS) paOOTHHUKOB Ha pabo4YNX MecTax B
pabouee Bpems.

4.5. Pabota BHe paboyero mecra (IMOCeIIeHne YUpeKAeHUI U MPeANPUATHI, KOMaHIUPOBKHU)
IPOM3BOJIUTCS M0 Pa3pelICHNI0 HEMOCPEICTBEHHOTO PYKOBOIUTENS paOOTHHUKA, BpEMsl OTCYTCTBUS
OTMEYaeTcs B XKypHase yueTa KoMmaHAupoBok. [Ipu HapyiieHuu 3Toro nopsiaka BpeMst OTCYTCTBUS
SBJISICTCS HESIBKOI Ha padoTy.
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4.6. PaboTHUKAM MPEIOCTABISIIOTCS €KETOHBIE OTITYCKA C COXPaHEHHEM MeCTa pabOThl U CPETHETr0
3apaboTKa.

EsxerofHblii OCHOBHOM OIJIaYMBAEeMbIil OTITYCK MPEAOCTABISAETCA PAOOTHUKAM MPOJOIDKUTEIBHOCTHIO
28 kasnieHapHbIX qHEH. [Ipu 3TOM OTITyCK MOJKEH OBITh CTIOIB30BaH HE MO3/1Hee 12 MecsIeB mocie
OKOHYaHHUs TOTO pabovero roja, 3a KOTOPhI OH npefocTasiseTcs. Hepaboune nmpa3aHUYHbIEC JHH,
MPUXOAIIMECS HA EPHOJ] OTITyCKa, B YMCIIO KAJICHJapHBIX JTHEH OTHycKa He BKItouyatoTcs. Takxke B
YHCIIO KaJCHJAPHBIX THEH OTITyCKa HE BKJIFOYAETCS MEPHO BPEMEHHOW HETPY0CIOCOOHOCTH
COTPYJIHUKA MIPU HAJTMYUU OOJIHHUYHOTO JINCTKA.

PaboTHNKaM ¢ HCHOPMHUPOBAHHBIM PAOOYHUM JHEM MPEAOCTABISAETCS €KETOTHBIN JOTOTHUATEIbHBINA
OIJIAYMBAEMbIH OTITYCK, MPOJAOJKUTEIBHOCTh KOTOPOT'O COCTABISET TPU KaJICHIAPHBIX JTHS.

4.7. IIpaBo Ha UCTIOIB30BAHUE OTITYCKA 32 MEPBBIN T0Jl PaOOTHI BO3HUKAET y paOOTHUKA IO UCTEYCHUN
IIECTH MECSIEB €r0 HeMpepbIBHOI paboThl B opranu3anuu. OTIyCK 3a BTOPOIl U MOCIEIYIONINE TOAbI
paboThl MOXKET MPEOCTABIATHCS B J1H000€ BpeMs paboydero rojia B COOTBETCTBUH C OYEPETHOCTHIO
MPEIOCTABIICHUS €KETO/IHBIX OIIAYMBAEMbIX OTIYCKOB (TpadMKOM OTITYCKOB).

OdepeHOCTh MPEOCTaBICHUS OTITYCKOB (IpaduK OTIYCKOB) YCTaHABIUBACTCS pabOTOMATEIIEM C
Y4€TOM MPOU3BOICTBEHHON HEOOXOIUMOCTH U MOKETaHU PaOOTHUKOB.

He no3anee 1 mexaOpst Kak10ro rojia pabOTHHK JOJKEH COOOIUTEL O CBOMX MOKETAHMIX B OTHOIIICHUN
OTITyCKa Ha CIEAYIOLUI KaleHIapHbIN IO/l CBOEMY HEMOCPEACTBEHHOMY PYKOBOUTEIIO UITU
HaANPSIMYIO B OTJIEN KaJIpOB, OMPEIEIIUB MECAL U MPOJAOKUTEIBHOCT KX /I0M YacTH OTIyCKa, JUIs
cocTaBIieHUs rpadrKa OTITYCKOB.

4.8. Ilo cornamieHuto Mex 1y pabOTHUKOM U pabOTOIaTeIeM eKErOAHbIN OIJIauMBaEMbI OTIYCK MOXKET
OBITH paznesnieH Ha yacTu. [Ipu 3ToM XOTs OBl OJIHA U3 YAaCTEH ATOTO OTITYCKa JI0OJDKHA ObITh HE MeHee 14
KaJICHIapHBIX JTHEH.

OT3BIB pabOTHUKA U3 OTITYCKa JOIMYCKAETCS TOIBKO C €r0 COTIACHs H IO MPHUKa3y PYKOBOJCTBA
opranu3anuu. Herncnonp30BaHHas B CBSA3M C 3THM YacTh OTIYCKa JOJKHA ObITh MPEOCTaBJICHA 110
BbIOOpPY pabOTHUKA B YI00HOE AJI HErO BPEMsI B TEUEHHE TEKYIIEro paboyero rojia Win NpucoeIuHeHa
K OTITYCKY 3a CIIeJyIoImuii pabounii ro.

[Tpu yBonbHEHUY paOOTHUKY BBHITUTAYMBACTCS JIEHEKHAST KOMITEHCAIIMS 32 HEUCIIOJIB30BAHHBIA OTITYCK,
WM 110 €T0 MUCbMEHHOMY 3asIBIICHUIO HEHMCIIOIB30BaHHBIM OTIMYCK MOXKET OBITh IPEOCTABIIEH C
HOCJIEAYIOLIUM YBOJIbHEHUEM.

4.9. Ilo cemeitHBIM OOCTOSITENLCTBAM U IPYTUM YBXKUTEIBHBIM MPUYHMHAM PAOOTHHUKY I10 €T
MUCHbMEHHOMY 3asIBJICHHIO MOXET OBbITh NPEJIOCTABIIECH OTIIYCK 0€3 COXpaHEHHUs 3apIUIaThl,
IPOI0JDKUTEIBHOCTh KOTOPOT'O OIMPEEIeTCs IO COTALIEHUI0 MEXy paOOTHUKOM U pabOTOIaTEIIEM.
4.10. PaGoTHUKH, ycTIEITHO 00yYaroIKecs B By3ax, UMEIOIIUX FOCYAAPCTBEHHYIO aKKPEIUTALUIO, TIO
3a04HOM MM BeuepHel (opmaM 00ydeHUs], UMEIOT NPaBoO Ha JIOTOJIHUTENbHBIE OTIIYCKA C COXPAHEHUEM
cpenHero 3apaboTKa B COOTBETCTBUU ¢ TpyAOBbIM KojiekcoM PO.

5. Ucnosib30BaHue Tej1e()OHOB B OPraHU3aLHHU

5.1. PaGoTHHMKaM JJI UCTIOJB30BAHMS B IPOU3BOICTBEHHBIX IEJISIX MOTYT BBIJIaBAThCS MOOMIIHHBIC
TeneOHBI.

5.2. Cuera 3a yCiIyry CBSI3U 10 MOOWJIBHBIM TeJIe(OHaM IIPU UCITIOIb30BaHUU TENE(POHOB B
MIPOU3BOJICTBEHHBIX LIETSAX PAOOTHUKOM OIUTAYUBaIOTCA paboToaTeNeM.

5.3. B ciyuae yrepu MoOmiibHOTO TenedoHa pabOTHUK caM 00ecTieunBaeT ceOsi CPEICTBOM CBS3H.
5.4. B nensx cokpaiieHus 3aTpat Ha TenedoHHbIe IeperoBopsl paboTHUK OOIIecTBa JOMKEH:

— UCIOJI30BATh AJIEKTPOHHYIO MOYTY KaK OCHOBHOE CpeACTBO 0OmeHus. TenedoH ncmnoap3yercs B
CIIy4asiX SKCTPEHHON HEOOXOAUMOCTH;

— 3apaHee MPOJIyMbIBaTh CBOM pa3roBOp, MOJATOTABINBATH TEMBI sl OOCYKIeHUs. [[MUTeIbHOCTD
TeneOHHOTO pa3roBopa He MOXKET MpeBbIIarh 10 MUHYT;

— HCITOJB30BaTh SMS-coo01eHNs;

— IIPU HAXO0XICHUU Ha TEPPUTOPUN OPTAHHU3AIUH JJIsl IEPETOBOPOB UCTIOIB30BaTh O(PHCHBIE TeNeOHBI.

6. IToompenus 3a ycrnexu B padote
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6.1. 3a BeICOKOIIPO(hEeCCHOHAILHOE BBIIMOJIHEHHE TPYIOBBIX 00S3aHHOCTEH, TOBBIIIICHNE
HPOU3BOANTEIBLHOCTH TPYAA, MPOAOIDKUTEIBHYIO M Oe3yIpedHyto paboTy U ApYyrHue YCIEeXH B TPYIe
OPUMEHSIOTCS CIIEAYIOUINE MEPhI MOOMIPEHHs pAOOTHUKOB OpraHU3alUu:

— BBIIJIATA JICHEKHOTO BO3HATPAXKICHUS B BUE TIPEMUH;

— Harpax/ieHue LHEeHHBIM MTOAAPKOM.

7. OTBETCTBEHHOCTD 32 HAPYLIeHHe TPYA0BOIl TUCHUIIIHHBI

7.1. 3a HapyIIeHue TPYAOBOM TUCIUTUTHHBI aIMUHUCTPALIUS TPUMEHSICT CICIYIOIINE JUCIUILTHHAPHBIC
B3BICKAHHUS:

— 3aMEYaHHE;

— BBITOBOP;

— YBOJIbHCHHE.

7.2. Jlo HaJIOKEHUS B3BICKAHUS OT HAPYIIUTENS TPYAOBOM TUCIHUILIMHBI TOJDKHBI OBITH 3aTPEOOBaHbI
NUCbMEHHBIEC 00bsICHEHHs. B cirydae oTkaza paboTHUKA 1aTh YKa3aHHOE OOBSICHEHUE COCTABIISIETCS
COOTBETCTBYOIIHH akT. OTKa3 pabOTHHUKA JaTh OOBSICHEHUSI HE MOXKET CIIY)KUTh TPEISTCTBACM IS
MPUMCHEHUS B3BICKAHHUS.

7.3. 3a Kax10€ HapyIIEHUE TPYAOBOW AUCIUIUIMHBI MOXKET OBITh HaJIOKEHO TOJILKO OJJHO
JTMCIUTUTMHAPHOE B3bICKaHUe. [1py HaTO)KEHUH JUCIUIUIMHAPHOTO B3bICKAHUS TOJDKHBI YUUTHIBATHCSI
TSDKECTh COBEPIICHHOTO MPOCTYITKA, 00CTOSATEIBCTBA, IIPH KOTOPBIX OH COBEPIICH, MPEAIISCTBYIOIIAs
paboTa u noBeJicHUE pabOTHUKA.

7.4. Tlpuka3 o0 NIpUMEHEHUU JAUCIUTUTMHAPHOTO B3BICKAHHSI C YKa3aHUEM MOTHBOB €TI0 IPUMCHCHHUS
00BsiBIIsIETCS (CO00MIIaeTes1) pabOTHUKY, MOJIBEPTHYTOMY B3bICKAHUIO, TI0J] PACIIUCKY B TPEXIHEBHBIN
CpOK (HE cuuTasi Bp€MEHU OTCYTCTBHS paOOTHHKA). JIMCIUTUTMHAPHOE B3BICKAHUE IPUMEHSECTCS HE
MI03JIHEE OJTHOTO MecsIa CO THS OOHAPYKECHUs IPOCTYIKA (32 UCKITFOUECHUEM CITy4acs,
PETyCMOTPEHHBIX TPYAOBBIM 3aKOHOIATEIILCTBOM), HE CUMTAst BpEMEHH 00JIe3HH paOOTHHKA,
npeObIBaHUS €T0 B OTIYCKE, a TAKXKE BPEMEHU, HEOOXOIMMOT0 Ha y4eT MHEHHUSI ITPEIICTABUTEIIBHOTO
opraHa paOOTHHUKOB.

7.5. Ecnu B TedeHue roja co JHS MPUMEHEHUS TUCITUILTHHAPHOTO B3bICKaHUsI PA0OOTHUK HE OyaeT
MOJIBEPTHYT HOBOMY JHUCITUTUIMHAPHOMY B3BICKAHHIO, TO OH CYMTACTCS HE HMCIOIIUM
JUCIATUTMHAPHOTO B3BICKAHUSI.

JlucuuruimHapHOE B3BICKAHUE JI0 HCTCUCHHS T0J1a CO JTHS €T0 MPUMEHEHUS MOXET OBITh CHSTO
aJIMUHHCTpAIIMEH 10 cBOeH MHUIIMATHUBE, [10 XO1aTalCTBY HEMOCPEACTBEHHOT'O PYKOBOAUTES HITH
TPYJAOBOTO KOJUIEKTHUBA, €CJIA TTOIBEPTHYTHIN JUCIUILTHHAPHOMY B3BICKAHHIO HE COBEPIITIII HOBOTO
MPOCTYIIKA U TIPOSIBUI ce0s KaK T0OpOCOBECTHBIN pabOTHHK.

8. Nnbie BONpochl peryJinpoBaHusi TPYAOBBIX OTHOIICHUH

8.1. PaGOTHHK MMeeT MPaBo >KaJl0BaThCs Ha JIOMYIIEHHBIE, 10 €T0 MHEHHIO, HApyILIEHUS TPYI0BOTO
3aKOHOJIATENTLCTBA U HacTOAMMX [IpaBriT HEemoCpeCTBEHHOMY PYKOBOJIUTEIIO U PYKOBOJICTBY
opranu3zaiy. PaGoTHUK BIpaBe MPeICTaBIATh MUCbMEHHbIE MPEJUI0KEHUS 0 YITYUILICHHUIO
OpraHu3aIly TPy U 10 IPYTHM BOTIPOCaM, PETYINPYyeMbIM HacTosumHu [IpaBuinamu.

8.2. PaOOTHUKHM OpraHu3aliy JOKHBI IPU BBIOJHEHUH CBOUX TPYAOBBIX 0053aHHOCTEH HOCUTh
oducHyro onexay. [lo marHuiam nomyckaercs cBoOoHast GopMa OJCHKIbI.

8.3. B nensax ynaydiieHust UCIOIb30BaHUs pab0OYero BpEMEHHU U YIOPSI0OUEHHUs] BHYTPEHHUX
NIPOM3BOJICTBEHHBIX KOHTAKTOB JOKYMEHTHI Ha TIOJITICh PYKOBOJAUTEIO OPTaHU3AINN CIAIOTCS
CeKpeTaplo, KOTOPbIM NepeiaeT UX PyYKOBOIUTENIO ABAXAbI B IeHb (Kak npaswmio, B 10.00 u 17.00) u
BO3BpAIllaeT UCIIOTHUTEAM (Kak mpasmio, B 11.00 u 18.00).

8.4. PaOOTHUK, IEpBBIM NPULIEIIINN YTPOM B OQHC, JOJKEH OMOBECTUTH 00 3TOM OXpaHy 31aHUs JUIs
CHSTHS TTIOMEIICHHUS C CUTHAJIM3AIIHH.

8.5. PaboTHUK, yXOAsIuil OcIeAHUM U3 oduca, JOKEH ONOBECTUTH 00 ATOM OXpaHy 3/1aHus s
BKITIOYCHUST CUTHAITN3AITUH.

8.6. Ilepen TeM Kak MOKUHYTH pabouee MecTo B KOHIIE paboyero JHs, paOOTHUK JJOJKEH 3aKPhITh OKHA
U JIBEPH CBOETO KaOMHETA W BBIKIIFOUUTH CBET.
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8.7. 3ampemiaercs:

— YHOCHUTbH C MecTa pabOThI UMYIIIECTBO, IPEAMETHI WJIH MaTePUAITBI, IPUHAUICIKAIINE OPTaHU3AIINH,
0e3 ToTy4YeHHs Ha TO COOTBETCTBYIOIIETO pa3peIICHHUS,

— KypHUTbh B MECTax, TJI¢ B COOTBETCTBHHU C TPEOOBAHUSIMHU TEXHUKH 0€30IMaCHOCTH M TPOU3BOICTBEHHOM
CaHUTApPUU YCTAHOBIICH TaKOU 3ampeT;

— FOTOBUTH IUIILY B IIpeesiax oQuca;

— BECTH JUTUTEIbHBIC TNYHBIC TeJIC(QOHHBIE PA3TOBOPHL;

— MCIIOJIb30BaTh VIHTEPHET B JIMYHBIX LIEIISIX;

— IPUHOCHTH ¢ CO0O0H MM YOTPEOIIATh AIKOTOJbHBIC HATUTKU, IPUXOIUTh B OPTAHU3AINIO UITU
HAXOJIUTHCS B HEH B COCTOSIHMU JIKOTOJIBHOTO, HAPKOTHYECKOTO MIJIM TOKCUYECKOTO OIbSTHCHHUSI.

8.8. PaboTHHKH, HE3aBUCUMO OT JIOJDKHOCTHOTO TIOJIOKEHUS, 00S3aHbI IPOSIBIISATH BEKIHUBOCTb,
YBaKEHHE, TEPIUMOCTh KaK B OTHOIICHUSX MEX/y COOOH, TaK U IIPU OTHOIICHUSAX C KIMEHTaMH U
MOCETUTEIISIMH.

8.9. C [IpaBuwiamMu BHYTPEHHETO TPYAOBOTO PACIOPSIKA JOKHBI OBITH O3HAKOMIICHBI BCE PAOOTHUKH
OO0miecTBa, BKIIIOYasi BHOBb IPUHUMAaEeMbIX Ha paboty. Bee pabotHuku OOmiecTBa, HE3aBUCUMO OT

JOJKHOCTHOTO TTOJIOKECHHUS, 00s13aHBI B CBOCH MMOBCEIHEBHON paboTe cobmroaarh HacTosmue [IpaBuna.
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